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PROPERTY ACCOUNTIRG FROCEDURES PFOR
EEADQUARTERS -CORTRCLLED ACTIVITIES
1. GENERAL
 25X1A

This handbook supplements Agency Regulations
and establishes the property sccounting procedures to be used when the
Office of Logistics maintains property sccountadility for hqdwtan~
controlled sctivities. Provisions are ? to ntgﬁ;: and mint;in
edeguate property records and disposals nonexpend - property by
users not operating under comtrol of or siministratively supported bys
field station. These procedures sre also applicable to specisl projects
performed st hesdquarters by elements therecf opersting in the heed-
gquarters ares. The provisions of this handbook do not apply to subaidy
or proprietsry projects except as specifically prescrided in the spproved
Adminiptrative Plen for each such sctivity.

2. DEFINITIONS

a. For the porposes of this bandbook, hesdquarters-controlled activities
are: defioed as projects, duty assignoents, or organizations respon-
sible dirsctly to and controllsd by heedquerters and dspendent upcn

. hesdquaxrters for supplies. Perscunel assigned, although performing
independently of field statiens or bases, may, vhen consistent with
cover and specifiecslly authorized by hesdquarters, utilize field
facilities.

b. Opersting Officials inclvde: Chiefs of Senior Staffa sl Ares
Divisions under jurisdiction of the Deputy Director im )3 Assigtant
Directors upder jurisdiction of the Deputy Director (Intelligence);
spd Chiefs of Staffs, the Comptroller, the General Counsel, ard
Dirsctors of Offices under jurisdietion of the Deputy Director (Support).

¢. The term "user” referred to herein is defined as the final Agen-
cY = employse who is issued equipment which is required in order to
complete the mssigmment. The term "user” does not spply to conmtract
agents.

3. PROPERTY ACCOQUNIABILITY

Property required by hesdquarters-controlled activities will be costed o
those mctivities upon issue. Accountability for nonexpendsble property
w11l be retained in theEEEEEEEENEN ©:vply Divisien, Office
of logistics, until returned to stock or documentetion is received indi-
cating suthorized disposition of the property.
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{1) mibh officers {refere
the headquarters component of the staff, office, or &ivision

dirscting the project, task, or mission and will be designated
by the appiicable Oparating Official. Designations of respon-
sibla officers will be furnished in writing to the Bupply
Division, Offics of Logisties, and will include specimen signe -
tures of designated individuals. The Bupply Division, Office
#mia, ﬂumwmmmmmum
Official Miﬂﬁu the rumibic ofﬁ.m ALl Wy
will be f{ssusd tO such responsidle officers oo & Memorandum
Receipt from the Office of logistics.

{2) Responsidble officers will be relieved from such designation
by the Operating Official by vhich originally designated. In
the event it is necessary to replace » responsible officer,
the Office of logistics will be notified and & Conmolidated
Memorandun Receipt listing will be prepared theredy and for-
wvarded to the nevly desigrated yesponsible officer for verifi-
cation and scceptance of property responsibility. Upon comple-
tion of the verification and acceptance by the newly designated
responsidls officer, the Consolidsated Memorendum Receipt will
be yaturned to the Office of lLoglaties.

FIELD

Individual responsibility for property will be veuted in the users
o are reguired o account for their property in acecordmnce with
ingtructions issusd by the responsidble offisers. _

OPERATIONAL CERTIFICATES

Upon initiation of the origiml requisition, cperational certificates
may be indicsted therecn in seccordance with the provisions of
paragragh Tb, providing determiration can be made that the property
mey be consuwand, lost, or necessarily sbandonad in the normal comduct
of the sctivity. In ths event the operational certificate wvas not
utilized upon initistion of the eriginal requisition and subsequent
thereto relief of scoountadility is desired in aceordance with the
provisions peragraph Tb, tha responsible officer will
have operestional certifiontes of expenditure signesd by the using
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individusis in psoudonym or true name, vhichever is appropriate,
and eountersigned by the Opereting Officisl who dssignated ths

ble officar. Signed cperstionsl cexrtificates will be
rmmsmwmmxm, Offion of loglatics, and used an &
credit to the respoosibls officer's mesmorandum sccoumt.

5. ACQUIBITION OF PROPERTY

a. It iz the responsibility of the requisitioning element when
requisitioning property for use in connection with field projects
activated and controlled by headguartsrs to indtcate en such requi-
sitions the project account mmber snd the signature of the appro-
m!m responsible officer.

b. mywmznmﬁmmmammunmmmm
the financial sccounting will be reported immedistely to the respon-
sible officer through the project case officer. The responsidle
officer will notify the Office of Logistics of such acquisitions
eovering ntnexpeniable preperty. Coples of reports shall be sudb-
mitted in sufficlient copies to provide s copy for the responsible
officer, the project file, and the Office of logistics.

¢. Records for nonexpendable property scquired in the fisld from fleld
installations will be mxintained by the stations concerned. Settle-
ment for such property in the svent of loss, dsmage, or tun-in
- will bta effected between the user apd the station or between the
usey and headguarters, ss seswrity dictates.

€. . ACCOUNTINC FOR PROPERTY \

s. The responsible officer dssignated will establish and maintain the
following records in the project files:

(1) Ooe copy of the requisition end any supporting documents jJusti-
fying requasts

£ 3

(2) Upon receipt of the property bytham,theremibh
@ﬁmmmmimmm receiving the sgquipment sign
s Form No. 36-2k: Memcvanium Receipt, wmmtim cer-
- tificate, as appeopriste. Sigoature will be in pseuvdonym or
trus csms, vhichever is appropriate.

(3) One eopy of the repert of field purchases of property will be
iled in ths project fils.

3
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4.

The Office of Logistics will estadblish and mmintain the follewing
records of property charged to hesdguarters-controlled projects:

(1) A property record account (Memorandum Receipt) will be esteb-
lished for esch responsible efficer designated.

{2) & Consolidated Memorandum Receipt listing will be prepared
semianrnlly and forwarded to the responsidle officer for
verificstion and reconciliation.

DIEPOBITION OF PROPERTY

Upcn termination of & yroject, it will be the genmarsl prectice to
return all property to hesdquerters for return to stock.

Where it is not feasible to return property to hesdquarters, or if
property beccomes excess to the needs of a project, the users will
fogward listing of such items to the responsible officer, with method
of dlasposition recommended. Dispesition instructions will be fur-
nished by the respansible officer after the recommendation has beer
approved by the Supply Divisiom, Office of logistics.

In order to cbiein a fair retuwrn to the Agenct and protect

all individuais charged with property responsibility, determination
of methods of 41 1tion will be mede in sccordance with poliey
sstablished in & Supply, Materisal Disposition.

When users turn in property to & field activity, they will request
that & receipt be executed for the pwrpose of relieving them of
their imdividual responsibility. These receipts will be fervarded
to the responsidble officer for credit to the individual's Memcrsndusm
Receipt, and in turn forwardsd to the Bupply Divisien, Office of
Logistics, for eredit te the reaponsible officer’s Memorandum Heceipt
Account..

When property is lost, stolen, dameged, destroyed, or sbandcned, the
user will fwrnish the responsible officer, through the project case
officver, a sigoed statement clsarly and eoncisely detailing the cir-
cumstunces. It will be the duty of the respomsible officer to :
initiate Reports of Burvey btesed upon the signed statements received.
Reports of Survey will be prepared by the responsibla officer in all

L
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8.

¥hen o Yespousible officer is to be replaced, the Offiee of logistics
will be notified and a Consclidated Nemorendium Receipt listing will be
propered and forverded to the newly designated responsible officer for
verification end scoeptance of yroperty respomsidility.

9. INSTRUCTIONS FOR USERS

The responsitle officer will fssus to users instyuctions substantially
as provided in Appendix 1.

10. PROFERTY CLEARANCE OF DMDIVIDUALS

Upon retagn to hesdquarters, users will be required to scecunt for all
nonexpeniable property, and will obtain a property clsarsnce certifiocmte
from the responsible officer. All shortages will be supportsd by e
Repart of Swrvey pricr to granting property clesrance.

FCR THE DINECTOR OF CENIBAL INTELLIGENCE:

F5X1A

;]  Degaty >
{Support)

]

Approved For Release 2000/08/28 :%Mﬁ%’-‘g4718A001500170002-7




Approved For Release 2000/08/28 : £ip-BRLIIREBA4718A001500170002-7

25X1A

IQ0GIRTICS
1955

25X1A

1. The property in your possession is chargsl to e desigiated
respansible officer, whe, in tarn, holds you responsible es custodien.
mmmwmmmumm, OATS, Main-
tensnce, salekeeping, security, end disposition of progerty. Couversion
of this property to unsuthorized uses mey result in sericus pemalties.
Your channel to the responaibls officer is through your case officer.

2. You ere required to return nonexpenishle property to the respon-
sible officer upon completicn of your mission. If for any resson it is
not yetireed, it must be scoounted for ss described in the following
peregraghs. The expendabls supplies issued to you are dropped from the
revoxds wpan 1ssue and sre not aormelly sxpected to be retwrmed. How-
ever, this in no way lessens your respensibility steted in the sbove

.;

3« Bhould you be suthorized to puwrchage property in the field, you
wwmmwmwaAmxﬂm’m~

bing waterial purchesed to ensbls accurate identification. Property
that is cdtaived on loan from Field staticns need not be reported ss you
are Girectly respomsidle for such property to the lemder. In such cases,
you mist sffect property settlement with him.

| ) riate aigned receipts vill be cbtained and farwardsd with
a brisf exp tion to the responsible officer.

5+  Should property in yowr custoly becoms wunserviceable and it is
not possible for you to obtain repair or replacement of such property
through your responsible officer, you will use vhatever means sre svailable
to you, incluling commsrcial means, to effect ecooamicel repeir vhen secu-
usywwmmusﬁmummmmmmmtma.
mmn&m;mwm,wmwmynmhw
practical repeir, you will report this proparty to the respousible officer
with & brief description of its condition and furnish s recommendation for
its disposition. Disposition imstyuctions will be furnished by headquarters.

6. Propurty that becomes excess to your needs pricr to the eosgpletion
of yor mission mey be meporied to the responsible officer with s recowmendation

i
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for disposition. Prior te completion of your mission and prior to

your departurs for hesdgquarters, you will report to the responsible
officer, with sypropriate disposition recommendations, any proparty
which you consider impractical to retwn to hesdquarters.

7. Should any property in your possession became cgmpomised to
the extent that operational security requires fts imuedinté disposition,
you will take such sction as is necessary, and report such incidemts to
the respousible officer with sdequate Justification.

8. When property in yowr custody 1s lost, stalen, dameged, destroyed,
or sbendomed, you mast immediately furnish the respousible officer a
signed statement cleerly and comcissly explaining the circumstances. In
the case of dsmaged property, you will describe the condition of the prop-
orty, ntw&iagwhntherrupa&rismihhm&aammm&m.

" 9. Upon your retuwrn to hesdguarters, you are required to secure &
property clearance from your responsible officer.
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